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How To Create A Booking
This guide shows you how to create one-time and recurring service bookings, as well
as how to set the payment terms for each booking.

How To Create One-Time Service Booking

1 Click "Create New Booking"
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2 Click to create one-time booking

3 Input a customer name or contact number to view the list of existing customer
info before selecting one



Made with Scribe - https://scribehow.com 3

4 Set payment terms for the booking here. This cannot be changed after the
booking is created.

5 Select sub category via search dropdown here.
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6 Select child category via search dropdown here.

7 Select type of service via search dropdown here.
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8 Click here to assign an employee to the job

9 Click "10:00AM - 12:00PM"
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10 Click here to add new address

11 Click "Re-Select Address" to change the address selection for this booking
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12 Click this checkbox to set the billing address to be same as designated address

13 Notes from customer will be input here, this is only seen by admin.
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14 Click to attach quote

All bookings will require you to attach a quote before you can create a booking.
This helps the software to generate invoices automatically upon creation.
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15 Click here to attach quote to booking

16 Click here to create booking

How To Create A Recurring/Contract Service Booking
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17 Click "Create New Booking"

18 Click to create contract booking.
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19 Input a customer name or contact number to view the list of existing customer
info before selecting one

If the customer does not have an existing account in the system yet, you may
proceed to fill in all customer details on the same page. The system will
automatically create a new customer account upon booking creation
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20 Select a main category from the search dropdown

21 Select a sub category from the search dropdown
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22 Select a child category from the search dropdown

23 Select a service from the search dropdown
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24 Notes from customer will be input here, this is only seen by admin.

25 Click here to add another service to the booking
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26 Click "Re-Select Address" to change the address selection for this booking

27 Click here to add new address
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28 Click this checkbox to set the billing address to be same as designated address

29 Click here to attach quote
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All bookings will require you to attach a quote before you can create a booking.
This helps the software to generate invoices automatically upon creation.

30 Click here to attach quote to booking
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31 Click here to create booking

What Do Each Payment Terms Mean?
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32 If payment terms is Cash On Delivery (COD):

  • Technician will be immediately notified of job upon assigning

  • Technician will need to collect cash/cheque upon service completion and upload a proof of
payment collection (this will be reflected in the technician report)
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33 Credit Terms:

  • Technician will be immediately notified of job upon assigning

  • Technician will not need to collect any form of COD upon service completion or if a Variation
Order (VO) was added on the job



Made with Scribe - https://scribehow.com 21

34 Partial Pre-payment:

  • Customer will be given 24 hours to make partial payment, if not booking will be automatically
cancelled (Time starts from when the payment term has been confirmed by admin)

  • Admin will need to confirm partial pre-payment is made from the invoice page in order for
technician to receive the job notification
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35 Full Pre-Payment:

  • Customer will be given a certain period to make payment, if not booking will be automatically
cancelled (Time starts from when the payment term has been confirmed by admin)

  • The payment timeframe can be set from

  • Admin will need to confirm full pre-payment is made from the invoice page in order for
technician to receive the job notification
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36 Others:

  • Technician will be immediately notified of job upon assigning

Where do I set the payment timeframe?
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37 Click "Set Payment Timeframe"

38 Set the payment timeframe from here.
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Example:

The pre-payment timeframe is set to be 24 hrs.

If admin creates a booking at 01 January 12PM, the customer will be given time till
02 January 12PM to complete pre-payment before the booking is automatically
cancelled.


